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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: E
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Curtis Anderson
	SUPERVISOR'S CLASS: Principal Engineer, WR
	personnel analyst: Amanda Jack
	personnel date: 6/29/12
	PERCENT OF TIME: 



















80%
	activity: POSITION  SUMMARY
This position is housed organizationally within the Division of Technology Services (DTS) and will report to the Chief of the IRWM Region Offices Client Support Unit (DPM II ) in the Customer Services Branch of DTS. Position will  provide client support to the Integrated Regional Water Management, Northern Region Office (IRWM-NRO).  In a trainee capacity, under close supervision of the Principal Engineer, WR and the lead Associate Information Systems Analyst (AISA), (Specialist), under the Office of the Chief, DIRWM, NRO, the incumbent will assist the Customer Services Analyst (AISA) with technology in the NRO.  Provides a wide variety of activities in assistance and support of NRO's computer/network equipment, users involving complex PC applications, and network information processing systems.  Incumbent must adhere to all Departmental IT Governance Standards and IT Policies as set by the Department’s Chief Information Officer

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others, maintain consistent and regular attendance, balance concurrent assignments, and complete assigned projects and tasks.  The incumbent provides support to NRO to operate various IT equipment daily in performing the following essential functions: 

Assist Customer Services Analyst with the installation, support of computer hardware, and software in the DIRWM/NRO, Red Bluff.  Includes computer distribution and set-up, installing and upgrading software to new or existing computers.  Software include Microsoft Windows Operating Systems, Microsoft Office, CADD software, associated applications, and specialized engineering applications.  The incumbent responds to troubleshooting tickets to resolve PC hardware and software problems.  The incumbent responds to troubleshooting tickets to resolve PC hardware and software problems.  Installation and support may involve travel to various Headquarters and field offices. Assist in physically adding, removing, and relocating network computers, printers, plotters, and storage devices while recording and maintaining an accurate inventory list.  Assist
	classification: Student Assistant
	appointee: Vacant
	dwr position number: 4001-4870-900
	sap personnel no: 
	sap position number: 50059785
	division: DTS/IRWM Regional Offices Client Support Unit
	mcr: 1
	percent 2: 


15%






5%
	activity2: with supplies and providing computer support for staff stationed outside of the NRO.  This may require driving a vehicle on public roadways or in the field on uneven terrain.

Assist in providing training for Region Office staff on use of upgraded PC software as necessary. Utilizing Microsoft Office software, assist in the preparation of reports and documents pertaining to the IT inventory system and computing resources for NRO.  Assist in the collection and processing of surplus computer equipment.  Surplus of equipment involves picking up or receiving equipment from various locations, ensuring proper documentation is completed, and delivering items to appropriate surplus locations.   

Maintain PC, Printers, Plotters, and IT inventories list.

All employees are expected to complete time recording documentation, administrative documents to support program purchases, contracts, travel, and meetings by the required deadlines.  This documentation should be of such clarity and completeness that it provides the department and program with defensible information in an audit.  

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.


SPECIAL REQUIREMENTS
This position requires a valid California driver's license.  

PHYSICAL REQUIREMENTS 
Incumbent must be able to:
1.  Have full range of movement to bend, stoop, and twist.
2.  Incumbent occasionally moves equipment either solely up to 25 lbs. or with assistance of 
     another person, up to 100 lbs.  
3.  May also be required to open equipment and replace parts as needed. 

ABILITIES REQUIRED    
Incumbent must have the ability to:
1.  Understand networking systems and concepts.
2.  Knowledge of PC hardware/software installation, maintenance, and troubleshooting.
	supervisor name: Mark Chadwick
	employee name: 


